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Hackney Playbus


Job Title:  			Administration Officer
	
Responsible to:  		Hackney Playbus Director

Contract & Salary:		12 months contract - 16 hrs/week £11.19/hour

Job Purpose:			To provide organisational support to Hackney Playbus by 					undertaking administrative tasks.

Job Description

Principal duties and responsibilities:

· Entering service users’ data onto a database and the creation of ‘ticklists’ for recording attendance at Hackney Playbus services. 

· Filing session report forms 

· Assisting in the administrative tasks associated with monitoring and evaluation, including collating questionnaire responses.  

· Salary Administration. Assisting in the process of gathering staff hours each month and forwarding to managers for verification. Keeping track of sick pay and holiday pay and associated tasks.

· HR administration. This includes maintaining and updating personnel files for staff, volunteers and Trustees. Filing new information. Destroying recruitment and staff files in line with timetables as per agreed policies.

· Playing a coordinating role in the maintenance of a tidy office. Duties include filing paper copy, organising recycling as appropriate, archiving and shredding sensitive data in line with policy and procedure, following our agreed digital filing protocols, and regular backing up of information held on computers.

· Stationary stock control. Ensuring supplies of paper, printer ink and essential stationary are in place as required.

· Printing leaflets and laminating leaflets and posters as requested.

· Maintaining our online timetable - updating promptly with any changes 

· Phone calls, emails, general communication. Answering and directing enquiries as appropriate.

· Recording and sharing minutes of meetings as required.

· Preparing and submitting Gift Aid claims to HMRC on a regular basis

· Providing bookkeeping support to the Director and support in administering petty cash.

· Taking bookings for Playbus and other play services delivered by Hackney Playbus and administering the booking system.  

· Other administrative roles, that may arise from time to time that are considered relevant to this position.

Training and supervision will be provided for all the above duties.



Person Specification	

	Criteria
	Essential (E) or Desirable (D)

	Qualifications

	GCSE in Maths and English or equivalent
	E

	Knowledge

	Working knowledge of Microsoft Office package
	E

	Knowledge and awareness of the importance of confidentiality and data protection 
	E 

	Good knowledge and understanding of office systems and procedures
	E

	A good understanding of Equal Opportunities and Inclusion and how they would apply to the post
	E

	Experience

	Experience using IT systems and packages
	E

	Experience of working as part of a team
	E

	Experience of setting up and maintaining manual and electronic filing systems
	E

	Experience of minute taking and accurate recording of meetings
	E

	Diary management and appointment booking.
	E

	Skills and Abilities

	Ability to demonstrate a methodical, organised and flexible approach to work.
	E

	Be able to initiate and maintain positive and productive relationships with parents, carers, services, colleagues and members of the public.
	E

	Excellent interpersonal and customer service skills, with ability to communicate effectively with a diverse range of people.
	E

	Ability to plan, organise and prioritise workload to meet deadlines.
	E

	Ability to undertake a range of office administration, accurately and efficiently including data entry skills.
	E

	Ability to design and process a wide range of documents in accordance with instruction and house style, paying attention to detail.
	E

	Ability to maintain a high level of confidentiality and discretion at all times. 
	E

	Ability to fulfil reception duties including:
· a friendly and professional telephone manner 
· ability to take and relay accurate messages 
· providing a first point of contact service in the office for enquiries from outside organisations as well as parents and carers
	E
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	WHERE DID YOU SEE THIS POST ADVERTISED?

	Personal Details

	Title:
	Surname:

	First name:
	Date of birth:

	Address:

Postcode:
	E-mail address:

	Home telephone number:
	Mobile telephone number:

	Qualifications & Training

	Please give details of your education and any qualifications or training you have completed, starting with the most recent.

	Date: From –  To (mm/yyyy)
	College/institution
	Qualifications obtained and grade/level
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	Employment & Volunteering

	Please give a summary of all your employment history including any voluntary work.

	Dates:  From –  To (mm/yyyy)
	Job Title and Employer
	Brief details of responsibilities

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Current or Most Recent Employment

	Please describe your job responsibilities fully and list your main achievements


























	Personal Statement

	Please describe how your background, skills and personal goals make you suitable for this post.

	References

	Please supply the name and contact details of two referees who can comment on your suitability for this position. This should be a previous employer if possible. References from relatives will not be accepted. 

	Title:
	Surname:

	First name:
	Relationship to you:

	Address:

Postcode:
	E-mail address:

	Home telephone number:

Mobile telephone number:
	Can references be taken up with referee now?

YES/NO

	Title:
	Surname:

	First name:
	Relationship to you:

	Address:

Postcode:
	E-mail address:

	Home telephone number:

Mobile telephone number:
	Can references be taken up with referee now?

YES/NO

	Do you hold a current DBS certificate? YES/NO

	Declaration

	
I declare that the information I have given on this form is complete and accurate. Furthermore, I declare that I am not banned or disqualified from working with children. I agree that any offer of paid or voluntary work with Hackney Playbus will be subject to satisfactory reference checks.



Signed: ……………………………………………………                     Date: ……………………………….



	


Please return this form to:

info@hackneyplaybus.org

Hackney Playbus Applications
Hackney Playbus
Kingsmead Kabin, 8-9 Kingsmead Way
London, E9 5QG
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